RQ1 - RUNNING THE PROGRAM DISBURSEMENT ACTIVITY

REPORT

Overview:

Module:

Roles:

This guide instructs General Ledger

Reporters how to generate the Program
Disbursement Activity Report.

Commitment Control (KK)

General Ledger Reporter



RQ1 — Running the Program Disbursement Activity Report (cont’d)

Section 1: Produce report in PDF output for detail expenditures.

Step 1: Navigate to the Program Disbursement Activity Report

1) Navigation: Main Menu > FI$Cal Processes > FI$Cal Report > GL Reports >
Program Disbursement Activity

2) Click the Add a New Value tab.

3) Enter the Run Control ID*. This will be used to store the request
parameters for future use. Run Control ID is a user defined value. *If the
Run Control ID was previously established, select it from the Find an
Existing Value tab.

4) Click Add

Favorites v 1 Main Menu ~ > FISCal Processes v > FISCalReportwv > GLReporisv > Program Disbursement Activity

Cal

Program Disbursement Activity

Find an Existing Value Add a New Value 2
Run Control ID rpt_8860 3

Add |4
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RQ1 — Running the Program Disbursement Activity Report (cont’d)

Step 2: Enter the following required fields:

2) *Exp/Rev Ledger Group
4) *To Period

1) *Business Unit
3) *Fiscal Year

Note: The Exp/Rev Ledger Group parameter for this section will be ledger
group CC_Detail for expenditures and encumbrances. The report delivers
cumulative data up through the last day of the To Period.

Program Disbursement Activity

Run Control ID rpt_8360 Report Manager Process Monitor

a1

*Exp/Rev Ledger Group CC_DETAIL

*Business Unit 3260
Budget Ledger Group CC_APPROP Q

9Q 4

Q2

*Fiscal Year| 2017/Q 3 *To Period

[linclude Adjustment Period(s)
[l include Resource Category & Sub Category

] Include Pre-Encumbrance

L] Excel Template
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RQ1 — Running the Program Disbursement Activity Report (cont’d)

Step 3: Select from the following optional fields:

1) Budget Ledger Group parameter will return budgetary data at the
appropriation level (CC_APPROP) or at the department operating budget
level. CC_DEPEXP# will deliver operating budget designations set by
individual department customizations for expenditures and encumbrances.

2) Include Adjustment Period(s) will return data for period 998
adjustments for year-end accruals.

3) Include Resource Category & Sub Category returns lower level detail
from project costing module.

4) Include Pre-Encumbrance will include data for requisitions from the
procurement module.

5) Excel Template will data dump into an Excel file for external
customization.

Note: See Section 3 for Excel Template output.



RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 3: Select from the following optional fields:

Program Disbursement Activity

Run Control ID rpt_2360 Report Manager Process Monitor

*Business Unit/3360 |Q

*Exp/Rev Ledger Group CC_DETAIL iO\ Budget Ledger Group CC_APPROP Ql
*Fiscal Year| 2017/Q *ToPeriod|  9/Q
[include Adjustment Period(s) 2 [Iinclude Pre-Encumbrance 4

[Iinclude Resource Category & Sub Category 3 [ Excel Template 5
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RQ1 — Running the Program Disbursement Activity Report (cont’d)

Step 4: Enter Budget Selection Criteria:

1) Group By enables fields to define a specific Chartfield value.

2) Order allows for user to define the order of appearance for Chartfield
values

3) Chartfield Value allows user to define or include all Chartfield values.
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 4: Enter Budget Selection Criteria:

Program Disbursement Activity

Run Control ID rpt_8860 Report Manager Process Monitor

*Business Unit 8860 |Q
*Exp/Rev Ledger Group CC_DETAIL |Q Budget Ledger Group CC_APPROP |Q

*Fiscal Year| 2017/Q *ToPeriod| 9Q
[Jinclude Adjustment Period(s) [Jinclude Pre-Encumbrance
[Jinclude Resource Category & Sub Category  [] Excel Template

Budget Selection Criteria

GroupBy] 2 Orderv ChartField Name

<

4| Program

=]

3| Appropriation Reference

LIy

2| Year of Enactment

&

1/ Fund

Service Location

Condition Type
|Begi withv|
|
i

<

Source Type

Account

<

PC Business Unit

<

Budget Period

Activity

Reporting Structure
Project
Agency Use

O{00|00|00 100
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 5: Submit Report for Processing
1) Click the Run button to display the Process Scheduler Request.

Program Disbursement Activity

Run Control ID mt_8860 Report Manager Process Monitor 1 m

*Business Unit 3360 |Q

*Exp/Rev Ledger Group|CC_DETAIL | Q Budget Ledger Group CC_APPROP |Q
*Fiscal Year| 2017|Q *To Period 8lQ
Oinclude Adjustment Period(s) [Jinclude Pre-Encumbrance

O include Resource Category & Sub Category [JExcel Template
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RQ1 - Running the Program Disbursement Activity Report (cont’d)
Step 5: Submit Report for Processing

2) Select the Program Disbursement Activity check box on the Process List.
3) Click OK.

Process Scheduler Request

Help
User ID 10001261

Run Control ID rpt_8360

server Name [V S | Run Date 05/25/2018 o
Recurrence | v| Run Time [1:51:50PM | Resetto/Current Date/Time
Time Zone (e}
Process List
Description Process Name Process Type *Type *Format Distribution
E Program Disbursement Activity ZZ_GL_PGMDIS Bl Publisher [web  w|[PDF w | Distribution
2

Cancel |
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 6: Validate successful & posted status of report.

1) Click the Process Monitor.

Program Disbursement Activity

Run Control ID rpt_8360 Report Manager

2) Click the Refresh button until the status of the process instance is
“Success & Posted”.

3) Select the Go back to Program Disbursement Activity link.

Process List || Server List

View Process Request For

UserD[10001261 @ Type | V] [Cast v] 1 L Reiesh
sever V| Name Q Instance to
Run Status Distribution Status [ V] (V] save On Refresh
Process List Personalize | Find | View All | @I @ First ‘4 10of1 ‘»' Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status [g:::lrli:ution Details
2661921 Bl Publisher ZZ_GL_PGMDIS 10001261 05/25/2018 1:51:50PM PDT Success Posted Details

Go back to Program Disbursement Activity § 3
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RQ1 - Running the Program Disbursement Activity Report (cont’d)
Step 7: Retrieve report from Report Manager.

1) Click the Report Manager link.

Program Disbursement Activity

Run Control ID rpt_8360

i Report Manager Process Monitor

2) Select the zz_GL_pGMDIS - zz_GL_PGMDIS.pdf link on the Report List.

List || Explorer Administration || Archives

View Reports For

Folder | v Instance | to Refresh |
Name Created On | [ [Last v| | 1
Reports Personalize | Find | View All | &2 | First (4 10f1 @ Last
Report 2 Report Description Folder Name g:::ﬂmm l%eport 'Er;::zz:
ZZ GL_PGMDIS - JZZ_GL_PGMDIS - 06/04/18
|z GL_PGMDIS pdifzz_GL_PGMDIS.PDF i 7:52AM e | I
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 7: Retrieve report from Report Manager.

3) Select ZZ_GI_PGMDIS.pdf link under the File List

Report
ReportID 2309980 Process Instance 2783531 Message Log
Name XMLP Process Type XML Publisher

Run Status Success

ZZ_GL_PGMDIS - ZZ_GL_PGMDIS pdf
Distribution Details

Distribution Node  PSUNX Expiration Date  06/18/2018
File List
File Size (bytes) Datetime Created
ZZ_GL_PGMDIS pdf 3 25,998 06/117/2018 12:42:34 394202PM PDT
ZZ_PRG_DISTB 2783581 . xml 140,921 06/11/2018 12:42:34_394202PM PDT
Distribute To
Distribution ID Type *Distribution ID
User 10018751
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 8: The Program Disbursement Activity Report will appear in a PDF
format for expenditures.

RPTGLOS1

Fi$Cal
Program Disbursement or Receipt Activity Report

Page No: 10
Run Date:05/15/2018
Run Time:18:41:50

BUSINESS UNIT

EXP/REV LEDGER GROUP
BUDGET LEDGER GROUP

FISCAL YEAR
PERIOD

LEVELACCOUNT ALT ACCOUNT

: 8860 - DEPARTMENT OF FINANCE

: CC_DETAIL - CC DETAIL LEDGER

: CC_APPROP - APPROPRIATION LEDGER
12017

1}

ACCOUNT DESCRIPTION CURRENT MONTH  YEAR-TO-DATE

PRIOR YEARS ENCUMBRANCE AVAIL. BALANCE PCT

0000000000
0000000000
5342600010
5342600030

TRAINING - TUITION & REGISTRAT - 052
TRAINING - OTHER (GOODS) 3 :
LEGAL - ATTORNEY FEES ) 100.55
CONSULT & PROF SVCS EXTERN OTH Y 1.822.76
INDIRECT DISTRIBUTED COST 282.085.18
OTHER ALLOCATED OE&E COSTS 217.470.04
ALLOCATED INFO TECHNOLOGY COST 26.171.75

TOTAL FOR ACCOUNT LEVEL: 53 - OPERATING EXPENSE EQUIPMENT 534,600.54

TOTAL: 2,365,036.78

- -0.52

61.17 -81.17
727.03 -827.58
242074 -4,252.50
1,840.95 -284,815.11
7.842.25 -225312.29
3,740.85 -29,821.40

16,650.79 -551,260.33
16,650.79 -2,381,606.57

: 0001 - GENERAL FUND

: 2017 - YEAR OF ENACTMENT 2017

: 001 - BA STATE OPERATIONSSUPPORTO01

: 8770037 - LEGISLATION AND INTERGOVERNMEN

Note: Manually Add {

22,027,000.00 1,664,016.07 16,180,621.26

GRAND TOTAL WITH ASSOC REV: 16,180.621.26

Reimbursement budgets

397,260.70

o The increase in spending authority provided to the related expenditure budget is limited to the budgeted

reimbursement amount —additional reimbursements are permitted, but do not increase spending

authority.
Scheduled to the same Program as the associated expenditure budget.

(o]
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RQ1 — Running the Program Disbursement Activity Report (cont’d)

Section 2: Produce report in PDF output for detail revenues.

Refer to Steps 1, 5, 6, and 7 in Section 1 for instruction on delivering a report.

The following steps in this section are to deliver revenue and reimbursement
information.

Step 1: Enter the following required fields:

1) *Business Unit 2) *Exp/Rev Ledger Group
3) *Fiscal Year 4) *To Period

Note: The Exp/Rev Ledger Group parameter for this section will be ledger
group CC_DTL_REV for revenues and reimbursements. The report delivers
cumulative data up through the last day of the To Period.
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 1: Enter the following required fields:

Program Disbursement Activity

Run Control ID rpt_8360 Report Manager Process Monitor

*Business Unit 3860 Q1

*ExpiRev Ledger Group CC_DTL_REV|Q 2 Budget Ledger Group CC_REV | Q
*Fiscal Year| 2017/Q 3 *ToPeriod| 9@ 4
[ include Adjustment Period(s) [ include Pre-Encumbrance

[include Resource Category & Sub Category [ Excel Template
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RQ1 — Running the Program Disbursement Activity Report (cont’d)

Step 2: Select from the following optional fields:

1) Budget Ledger Group parameter will return budgetary data at the
appropriation level (CC_REV) or at the department operating budget level.
CC_DEPREV# will deliver operating budget designations set by individual
department customizations for revenues and reimbursements.

2) Include Adjustment Period(s) will return data for period 998
adjustments for year-end accruals.

3) Include Resource Category & Sub Category returns lower level detail
from project costing module.

4) Include Pre-Encumbrance will include data for requisitions from the
procurement module.

5) Excel Template will data dump into an Excel file for external
customization.

Note: See Section 3 for Excel Template output.



RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 2: Select from the following optional fields:

Program Disbursement Activity

Run Control ID rpt_8360 Report Manager Process Monitor

*Business Unit 3360  |Q

*Exp/Rev Ledger Group [CC_DTL_REV|Q Budget Ledger Group/CC REV  |Q 1
*Fiscal Year| 2017/Q *ToPeriod|  3/Q
U include Adjustment Period(s) 2 [ include Pre-Encumbrance 4

U include Resource Category & Sub Category 3 [ Excel Template 5

Prepared by Department of Finance, Fiscal Systems and Consulting Unit 17



RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 3: Enter Budget Selection Criteria:

1) Group By enables fields to define a specific Chartfield value.

2) Order allows for user to define the order of appearance for Chartfield

values

3) Chartfield Value allows user to define or include all Chartfield values.

v

QN K’

<

Program Disbursement Activity

Run Control ID rpt_3360

*Business Unit 8860 |Q
*Exp/Rev Ledger Group |CC_DTL_REV |Q

*Fiscal Year| 2017/Q

include Adjustment Period(s) [Jinclude Pre-Encumbrance
[Jinclude Resource Category & Sub Category | Excel Template

Budget Selection Criteria

GroupBy 1 2 Orderv ChartField Name

4/ Program

3| Appropriation Reference Begin with v 001%

2| Year of Enactment

1| Fund

Report Manager Process Monitor

Budget Ledger Group CC_REV Q

*To Period 9|Q

ChartField Value 3

Begin with \v| |6770%

Begin with \v| 2017%

g
III'?a
L0 p P

Begin with \v| 0001%
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 4: The Program Disbursement Activity Report will appear in a PDF

format for revenues.

RPTGLO51 FI$Cal Page No: 3
Program Disbursement or Receipt Activity Report Run Date:06/06/2018
Run Time:15:52:19
BUSINESS UNIT : 8860 - DEPARTMENT OF FINANCE
EXP/REV LEDGER GROUP : CC_DTL_REV - REVENUE DETAIL LEDGER
BUDGET LEDGER GROUP : CC_REV - REVENUE BUDGET LEDGER
FISCAL YEAR 12017
PERIOD -8
LEVELACCOUNT ALT ACCOUNT ACCOUNT DESCRIPTION BUDGET AMOUNT CURRENT MONTH YEAR-TO-DATE PRIOR YEARS ENCUMBRANCE AVAIL. BALANCE PCT
FUND : 0001 - GENERAL FUND
ENY : 2017 - YEAR OF ENACTMENT 2017
APPROP REF : 001 - BA STATE OPERATIONSSUPPORTOO01
PROGRAM : 8770 - STATE BUDGET
4 4 REVENUES -2,600.000.00 - - - - -2,600,000.00 -
TOTAL FOR ACCOUNT LEVEL: 4 - REVENUES -2,600.000.00 - - - - -2,600,000.00 0.00
TOTAL: -2,600,000.00 - - - - -2,600,000.00 0.00
48 4810000 4810000000 INTERDEPT REIM - OTH ST DEPT - -11,634.00 -2668,816.00 - - 266,918.00 -
TOTAL FOR ACCOUNT LEVEL: 48 - REIMBURSEMENTS - -11,834.00 -266,816.00 - - 266,816.00 -
TOTAL: - -11,634.00 -2668,916.00 - - 266,916.00 -
FUND : 0001 - GENERAL FUND
ENY : 2017 - YEAR OF ENACTMENT 2017
APPROP REF : 001 - BA STATE OPERATIONSSUPPORTO01
PROGRAM : 8770028 - SUPPORT AND DIRECTION
GRAND TOTAL: -2,600,000.00 -11,634.00 -266,916.00 - - -2,333,084.00 10.27
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Section 3: Produce report in Excel output for detail expenditures.

Refer to Steps 1, 2, 4, 5, 6, and 7 in Section 1 for instruction on delivering a

report.

The following steps in this section are to deliver the Excel Template output for

expenditures.

Step 1: Select the following optional field:

1) Excel Template will data dump into an Excel file for external

customization.

Program Disbursement Activity

Run Control ID rpt_8380

*Business Unit 8360

Q

*Exp/Rev Ledger Group CC_DETAIL |Q

*Fiscal Year| 2017/Q
[include Adjustment Period(s)
[ include Resource Category & Sub Category

Budget Ledger Group CC_APPROP Q

*To Period

Report Manager Process Monitor

9Q

[ linclude Pre-Encumbrance

iiExcel Template | 1
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 1: Select the following optional field:

2) A warning message will indicate that the Excel Template will not include
Pre-Encumbrance, Resource, Category, Sub Category, or Group By
selections. Click OK to proceed.

Message

Selecting Excel Template will ignore choice of Pre-Encumbrabce, Resource Category, Sub Category and Group By selection. Do you
want to proceed?

2
Cancel

Prepared by Department of Finance, Fiscal Systems and Consulting Unit
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RQ1 - Running the Program Disbursement Activity Report (cont’d)

Step 2: Select the format output in Process Scheduler Request:

1) Select the Program Disbursement Activity check box on the Process List.
2) Change the Format from PDF to XLS for Excel format.

3) Click OK.

Process Scheduler Request

User ID 10019953 Run Control ID rpt_8360
Server Name [PSUNX V| Run Date 06/04/2013 Bl B o
Recurrence | v| Run Time 3:07-01AM Reset to Current Date/Time
Time Zone Q
Process List
lect fDescription Process Name Process Type *Type Distribution
vl  JProgram Disbursement Activity ZZ_GL_PGMDIS  BI Publisher v WDistribution
1 2

3
[ Cares |
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RQ1 — Running the Program Disbursement Activity Report (cont’d)

Step 3: The Program Disbursement Activity Report will appear in Excel

Burinarr Usit | Budqat Ladqar | Fircal Tear | Budqat Parind | Fund [ENT | Apprnp Ref | Program | Proqram Dercriptins | Rptq Steaztars | Rpty Stracturs Darcriptins | Acomunt | Acomunt Dercription | Alk Accment | Budgst Ammunt | Curvant Musth | Tear-ta-Date | Frinr Tears | Encombrancs Fra Available Balancs
Encombran
§350 G AFR_EUD (i (1t 00 fedds foid 944 Claaring Azzount 4200 Infarmation Technology Cortr diT0din | Gapital furet Trade InFrozeed nangagim 0] [ [ [ 00 35 .00 0.1
L (C_AFF_EUD 7 ik 0t etz [om 544 Cloaring Azzount 1l Approprited Exponar L 454 35459 0.0 0.0 .00 0.0 000 2, 45d 359 54
L GC_AFF_EUD ik it} o1 fedd fom 344 Cloaring Azcount S5 300 O5AE 400000 |Earninge- Farm Giuil Sz Empl f0nnni0g 0.0 0.0 000 522 ded 3 0.0 0.0 Hbe i
L (C_AFF_EUD 7 (it} 0t feid [om 5399 Cloaring Account SHIG000 Fiarvarch and Analprir 100000 |Earninge Farm Giuil Sz Empl f0nnag 000 0.0 0 i 0.0 000 Hd piL.E
L GC_AFF_EUD ik il o1 fedde [ 344 Cloaring Azcount 400 Loqal Office 400000 |Earninge- Farm Giuil Sz Empl f0nnni0g 0.0 0.0 000 -0 0.0 0.0 B 034,00
L (C_AFF_EUD LTI 1 (1] 394 Clearing Aecount A Empluyec CompfGay Ope 00000 |Earninge Ferm Ginil Sve Empl i 00 0.0 [0 I A 0.0 000 49,0120

Fuﬂ

Fuu




RQ1 — Running the Program Disbursement Activity Report (cont’d)

Report Detail Description

Subtotals for Account Level (e.g. 51 Personal Services, 53 Operating
Expense & Equipment) in detail reports.

Account Description shows account name if there is no alternate account
value. If ALT account value is used, account description shows ALT
account name.

Budget Amount comes from the Budget Ledger Group selected.

Current Month, Year-To-Date, Prior Years, Encumbrance values flow
from the Exp/Rev Ledger Groups selected.

PCT is the percentage of budget spending authority remaining.



